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26 JUL oo
MEMORANDUM FOR: Special Assistant to the
' Deputy Director for Support
BUBJECT 1 Career Management - SF Career fervice
REFERENCE : Memo to D/Pin fr SA/DIDS dtd 18 July 68,

gudb}: Carser Management

In complisnce with referenced memorandum, stiached is
the SF Career Service response to your questlons on Career
Management within the SF Career S

Cidef, cupport Staff

Office of Finance
Attachment
slh (7/26/68)

Distribution:
0&1 - Addressee

D/Fin
/ Fin/ss
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ABVERS:
Career Board:

1. The SP (arcer Bervice Board is composed of the Deputy Director of
Finance as Chairman, 2 senior SF Carceriasts serving in the Office
of Finance, 2 senior SP Carcerists serving in key assignments in
other Components of the Agency, and the Chief, Office of Finance,
Support Btaff as Secretary.

2. The SF Career Service Board meets quarterly, or more often st the
oall of the Chairwan.

3. 'The SF Career Service Board develops plans for management of the
E¥ Carcer Bervice, considers recommendations for promotiom,
reviews competitive evaluations made by the S8F Evaluation fanel
and the Junior Professional Panel, and conducts related activities
econcexrning effective utilization and training of SF Career 3ervice
personnel reagurcges.

4. The BF Career Bervice Board fills an advisory role,

gareer Planning:

1. Career planning for 5P Careerists ls formulated in discussion with
the individual and by assessment of his functional skills, growth
potential, flexibhility and personal preference, Flexibility is
viewed from the standpoint of adaptability and mobility, end
potential is viewed with regard to the individual's capebility to
perform the various skills in the 8F Career Bervice:

a. @eneral finmance,

b. metl

. Industriel and commercial cost accounting and audit,
4. Technical sceounting systems mnd procedures,

e. Monetary and banking procedures.

On ECGD directe-hire professional BF employees are briefed on the
organization of the 0ffice of Finance, as well as on the functions
of the 8F Career Bervice, These employees are assigned to a fifteen-
week on-the-job "training cycle" im the various Divisions of the
Office of Finsnce, The on-the~job training cyele is currently in the
process of expansion to include Division BAF as well as WBHEADSET
offices, This provides the employee with a working knowledge of the
mnission and functions of the Office of Finance and various responsi-
Bilities discharged by SF Career officers. Based on the individual's
performance during this training period and vacancies avallable at
the time, cach employee is assigned tc an 8F positicn in the Office
of Finance or in another component of the Agency.
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Sarcer Piaaning (Continued)

2.

3.

b,

BF Careerists are advised of general plans for their development
during discussions with the Head of the 8F Career Service or his
designees which take place concomitant with reassigament, rotation
and promotion or during less formml encounters. Om these cccasions,
the advancement, training and career development which the employee
can anticipate are discussed, The ipdividual ie asgured of considera~-
tion for sssignment to positions within his area of eompetence, or

to positions which his growth potential indicates he can handle
and which will lead to broadening hiz capadbilities,

¥hile formal career plans are not maintained, a career preference
outline is submitted by the employee. This expression of the
employee's wishes, together with the record of his progress is
reviewed at Intervals. BEvery reasoneble effort i1: made to keep
esployees advised of the plans the Career Service has for them, as
the plans evclve,

Personal interviews are used {o advise employees of thelr next
assignment. 8¥ perscnnel Field Reassignment Cuestionnaires are
answered at least C0 days prior to completion of tour sdvising the
individusl of his next assignment. If the resssignment is to
Headquarters, we indicate vhenever possible whether it is in the
Office of Plpance or another Agency Component, If we caunct

identify the positiocn in advance, the individual is informed of his
specific asaignment upon his retwrn to Headquarters during the

firet interview he has with the Director or Deputy Director of Finance,
or the Chief of Support.
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1. a. GCandidates for promotion are selected by the Career Service from
rogters preparsd by the 5P Evaluation Panel and $he Junlor Professional
Panel. Employees in grades (8-09 through 08-13 are campotitively
svaluated and rerked in accordance with criteria established by the
Ceroar Service Board. The develonmert and promotion orogression of
81l employees in grades G8-06 through G808 arve reviewad by the
Jondior Profassional Panel to identify those individuals deserving
of sdvancemont, specialised training, consideration for key ssaign-
mants and promotion. In these Jundor professional grades, the key
eriteria iz the response to training, initative, energy, imegination,
resourcefulness, and flexibility of the individval which dewnstrate
the growth notential to progress into positions of grester responalbility
in the 8¥ Careor Service. Candidates for promotion selected by the Career
Sarvice Board sre reacmuended to the Head, SF Career Service.

b, Candidates for axterral training including Seniar Schools are gelected
from the 8P Caresrists who meet the regquirements for these courses.
Speaisl consideration is glven to key SF Careerists who ghow the
potential to meet the financiel and marsgement challenges of the next

ten years.

¢. Candidates for the Mldeareer Course are selected from the middle
supervisory groun of 8F Carcerista who have demonsirated by their
performance the cspecity and potential to perform pesitions of
higher responsibility in the SF Carecer Service. Candidates for
other coursos are selected on the vasis of the most effective devel-
opmant of the technieal and managerial skills required tc ensble the
8P Coreer Sarvice to meet both ita short-and long-range regquirements.
The objective is to provide esch mid and senior lavel SP Carcerist
training and besic campetence in oversll Suppori as well as technicael
finence matters.

2. Widls thers is no expressed poligy on intrs Support Carser Service rotation,
the ¥ Career Service has repeatedly responded to the requests for SF
Careerists to coopy other Support Service positions, and will cordlnue
te do 3o within our cspability. It is our experience that such intra-
Bervice rotation generally strengthens and develops these Careerists by
wroadening their understanding of Agency Support problems. We fully
subscrive 4o the prineiple of intra-Support rctation. As of the cwrrent
date, nine 8P Cargerista ocococupy other Support Service positions.
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3. Bevaral factors are comsidered in planning rotation io Career
Servico-designated positions cubside the Office of Finance.

a. The grede, functions) requirements end skills peeded to f£ill
the position.

|-

b. The contrivution experience in non-finance positions would make
%o broadening the empetence of finsnce officers having potential
for bronder respousibilities.

e. Whether special personsl characteristics are needed (whether
publie relations play a substantial part or is technleal
eanpetence primarily required).

4. An avellsble candidste (and en slternate) is then selsctad from
the Coampebtitive Evaluetion lists who meets the requirements of
the position., Conaideration is given to individuals who mwerit
songideration for promotion as well as to those In the same grade
lsvel a8 the position who need to Lroaden thelr finance experience
and sequire sdditional akllis. Persopal preference and interest
are 2lso congidered. The Best avallable man 15 selecked consistent
with the priveiplss of affsctive persommel utilization and
development and ¢apability to successfully perform the proposed

4, An officer who serves in a distinctively effective way in a varisty
of assigrments insvitably emerges from among his contamporaries. A
promisging officer ia vecognized by his understanding of and mastery
of the skills and techniquea required to do the jJob, ks conalstently
rgh standaxrc of performance on the Job, and by his adestabillty to
sy situstion, willingvess (in many cases eagarness) to tackle new
ochallenges, his motivation, imaginstion and ingenulty. A careful
and eontinulng review of all SF personuel performancs by the Carser
Service vgually ifientifies "comers.” The grade levels involved are
G8~07 through GS-1h,

5. The cersersg of promising officers are managed basieslly ldike the
saregrs of all other IF persomnel, except that becauwse of thelr
unique qualltles, pomising officers are groomed by tralnlng and
rotabion through kev SF assigments and conglidaration with a view
to the long-range financial and management challenges the Agency
will fece in the next decade.
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Statisties:
1. For FY 1968

&, The SF Career Service lost a total of four (4) employees
due to change of service designation to another Career
Bervice - two (2) to E and two (2) to D.

%. The BF Career Service accepted a total of ik transfers
from the following Career Services:

from = 8D Carcer Service
8¢ Career Service

E Career Service

IM Carcer Bervice

B Carcer Service

R Career Service

MHHHNHOQ

¢. A total of 38 employees rotated from the Office of Finance
to positions outside the Office during FY 1968,

i ;-Jw-JI
N

- 5 -
Approved For Release 2000/08/07 : CIA-RDP80-01341A000100010001-8




25X1A
Approved For Release 2000/08/07 : CIA-RDP80-01341A000100010001-8

Next 1 Page(s) In Document Exempt

Approved For Release 2000/08/07 : CIA-RDP80-01341A000100010001-8



